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beseription of Scocmeoiishmen

The Central Intelligence Agency's responaibility under ihe Hetionwl
Security Act of 19WT and the Centrel Imtelligence fet of 1949 requires
the performsnecs f funetions which affect the Bational Defense and the
Security of our country and the effectiveness of sur overal) Forelgn
Intelligence gysten.

These rvesponsibilities require the collection of lerge volumes
of records from sources throughout the World covering s great dlversity
of subjects in science, tecbnology, history, the art, poiitice, econouics,
Communications snd sdzinigtrstion, The mencgement of CIA recurds under
such extensive, compiex, snd veried circumstsnces requires unldue, un-
uswal snd sceetimes wnorthodox systems and procefures. In most instences,
stendsrds, guldes snd precedents spplicable ¢ normal government oper -
ions cannot be used to msnsge CIA regords.

Pespite these unique and umusual circumstonces an effwctive progran
rwmmmefmmmmﬁsmmmzmmw@m
successfully for 15 years, Thisz program ccnsists of an sctive inter-
grated systes providing for pepervork mansgement comiruls, It uses ~
the recogmized elements ol Porms Munsgement, Reporis ¥nnagerent, Corre-
sposdence Mamagement, Filing Equipment Manegement, Records Disposition
Namagewent, Vitel Records Munug s Archives and Records Center
Monsgement end Mall Mansgement. In additien, apeclsl techniques have
veen developed to cope with the ummsual operating requiresents of the
Agency to provide the Bekis for dats asd 1nformation systems ezgentinl
to the collecticn ant development of intelligence informetion for the
Pregident.

& particularly significant scoomplisimsent is the development and
use of & Vital Becowds Program to guarantee the current selecticn,
protection end sveflability of essemtial records in the event of loss
{rem metyrsl disaster r enemy action, This program provides for the
avsilability of intelligence informetion to the Presilent, the Baticnel
Becurily Council and the entirs intelligence commnity.
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™he activitiss of CIA effect not only «n the internsl operations
of the Agency but the entire intelligence community.

e CIA pspervork punsgesent system, t:her&fxre, sifects apd has
an impsct on the Agencies of the UBIBR Community.

The CIA Bas tsken the lesdership in the UBIB Comwmnity in the
ares of records retention =nd disposal, It developed standsrds for all
sgencies in the Commnity to prevent the accumulsticn of lerge volumes
of iatelligence ccllections, Prior to the development of this system,
there were no stendards and large volupns of intelligence materiasls were
piling up in al} .gencies of the USIB Comeunity,

Y. Results

Tengidle bencfiis derived from the CIA Records Administraticn
Program during the past 15 years consist of sonetary savings of 15 miilion,
seven hunired thoussnd, seven hundrel sixty-five dollars reelized from
the use of psperwork techniques such aa Forms Management, Filing Systenms
and Equipment retirement and disposal of records and lmprovements in
operating procedures snd syatems,

Tingible and imtangivle sevings derived from the developsent of
stand.rds applicable throughout the Intelligence Community conslst of:

s, $468,:70 reailized by CIA through dispossl of intelligence
publications collected from other members of the UBIS Community.

Y. 3,000 cubic feet of reference library holdings und
unalysts files eliminated by DIA,

¢. Development of realistic records retention standards on
materisl received from other USIB mewbers by the Department of
the Air Force,

é, BSubdbstantial reduction by ARC in the sccumulated volume
of intelligence mstericls received by them from CIA,

Intangible benerits consist ofs

as The use of & standurd Agency Tiling system which provides
+ usiform method of terminating, retiring and preserving recorda
of permanent value,

. The genera. improvement of cperating efflelency through
procedural improvenents

. A meaningful Vital Records Program gesred to the specific
needs .f the Agency and the Intelligence Community.

Cli pisr to continue its effective records sdministration program
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